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Multiple Invoicing 

The multiple invoice functionality allows the subgrantee to draw down on a line item to submit an invoice for a 

partial amount.  This feature is automatically allowed under certain Authorized Equipment List (AEL) categories 

and may be requested for those that are not by contacting the SAA.  This is the SAAs preferred method for 

processing items on the expenditure list. This slick sheet serves to provide instruction on how to complete this 

process.

 

Step 1 | From the Subgrantee Expenditure List screen, click the Needs Invoice hyperlink for the appropriate 

item. 

 

 
 

Step 2 | On the Invoice Item screen under the Actions section, select the Process Multiple Invoices option 

then click the Save & Continue button. 
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Step 3 | On the Multiple Invoice – Step One screen, update the Unit Cost to reflect the total amount of the 

invoice being processed.  Next, enter a Reason for Multiple Invoice; if this invoice is for services, provide the 

date range covered and the invoice number.  If the invoice is for goods, provide the invoice number.  Click the 

Save & Continue button in the Actions section. 

 

 
 

Step 4 | A pop-up prompt will confirm that you want to continue with splitting the original invoice.  Click OK. 

 

 
 

Step 5 | On the Multiple Invoice – Final Step screen, attach the appropriate Invoice and Proof of Payment 

(POP) documents.   
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Step 6 | After the documentation has been uploaded, the Invoice screen will appear, enter the Invoice 

Number and Date in the required fields.  Verify that the Invoice Total matches the invoice being submitted 

and that any additional documentation in uploaded.  Click the Reimbursement button in the Actions section 

to place it in the reimbursement queue.   

 

 
 

Step 7 | A pop-up prompt will confirm that you want to save the invoice and place it in the reimbursement 

queue.  Click OK. 

 

 
 

Step 8 | On the Reimbursement page, the items in the queue will be listed under the Reimbursement Items 

section.  Here, you may click the More Invoices button to process additional invoices or the Submit button to 

send the items currently listed to the SAA for review and approval. 
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This request will display in the SAA’s queue for approval.  The subgrantee can be notified via email if the request 

is denied.  If approved, the request will move through the SAA’s approval process. 

 

 


